
Print Paycheck Instructions:  
 
Log into your Employee Self Service Account and select  
“View Paycheck” 
 

 
 
 
Next, at the top of your Web Browser, click on “File” – then “Print Preview” 

 



You will be taken to a Print Preview screen where you can adjust your print 
settings: 
 
Here are the recommended settings: 
 
1 Page View 
Only the selected frame 
Shrink to Fit 
 

 
 
These are recommended settings, you may find others that work better for your 
printer.  
 
Once you’ve adjusted your settings then click on the Print Icon to print your 
paycheck information. Once you have completed printing you can close this 
screen and return to Employee Self Service 


